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To access the Carl Perkins
Accountability system, go to the
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Enter your user name and password
and click “Log In.”
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Your user name and password is the same for all Citrix
applications. Use the one assigned to your school (not
district) for other Citrix applications your school uses.
Your user name will begin with “SC.”
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Single click the “VoEd
Accountability” icon.

RS P R TG (RO EAETEREE PeetEL
BTATH OF MODWTAEL j‘m“ . ik -
ENTERFRISE T —
wum = BT pher bRy R GeaE B I
sl
&) & it ol i
v I, D6 - CEry Chent %08 now

* vibi’ Reger 'l 3 -
a BB Friwy % 04 rrw Tnitoren

OFf s A A e

(Your choices might look
different than this.)
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Click “Cancel” when this log-in
screen comes up.
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frmFerpa : Form

FERPA WARNING: The Family Education Rights and Privacy Act (FERPA)
requires that:

Information that leads to the identification of students is only appropriate
for school employees who have a need to know and for organizations
conducting certain studies for the school. However, such information must

not be made available to the public. FERPA Warning

Do not report results to the public for ANY grade level or demographic
population of fewer than six students.

Click “1 agree” to continue.
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If you see the thin red line,
click “Continue.”
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Main Switchboard

] L) 4
Lewistown Public Schools (SS D420)
et FergusH S (LE 0259)
- Fergus High School (SC 0358) School Level

Category: Yiew All

Ciption

Accountability Data Entry
CTE Concentrabor Information Data Enkry (Spring)
CTE Concentrator Follow-up Data Entry {Fall)
Maintenance Screens
Printer Test

Select Your County, District, System, Coop or School

Step #1: Select a School or District Below.

Step #2: Click on the Get Started button to work with your selaction --=

You can return to this screen at any time by pressing the Select button.

Working at the School Level with an Individual School.

School Year: M Codes:
County: = j |D1 j
System or Coop: - . | ID199 -]
Legal Entity: 333?:333; =] Jpos -]
School: gggg_gg?g 4 [iEE o]
This screen shows y 2010-2011 = options are currently set and are based on your

user id. You can modify any of the white fields. Selections here will determine what
forms and reports as well as data you can waork with,
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IMPORTANT!! Concentrator

information is stored under school
year 2004-2005. Click on this
button to change the school year.

After selecting 2004-2005, click
“Get Started.”



Main Switchboard

20042005
[E§”| Fergus (CO 14) @ |

ot & Lewistown Public Schools (S5 0420) Y-
Fergus H S (LE 0259 .
et e High School (SC 0358) School Level Double click on “CTE
Concentrator Follow-up Data
Category: | Yiew All J ” . . .
_ Entry (Fall)” or single click it
phion

Accountability Data Entry and Cl iCk //Select Option ‘”

CTE Concentrator Information Data Entry {Spring)

[ETE Concentrator Follow-up Data Entry (Fall} |
Maintenance Screens

Printer Test

‘Wiews Details Select Option Exit

8 IS uderl Followup - Form

2004 2005

[ Fargus oo 1)
Lerwistown Public Schooks (55 14711
ekt Foogues H S {LE 258
Frngus High Schonl (SC DE68) School Lewel
Lt Hane Fest e Hih e Copltion Rt Data entered during the spring
P W [ 3 data collection is prepopulated.
2 L Progam Lise Code
i e —— Follow-up data should be
Gnder Techiren  Rocefetricty EEEETT entered in the empty fields. Use
e e Iwm‘ the drop-down menus when
Fiedd or Type of WorkSTraining (ie: arplane: .
fethanc, sgnouture bt ) ProjectedtrarfCraduntion: approprlate.
[ [eoes
pecord | [T 1 s |wales el of 47

Mudti-Pecond
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¥ See “Helpful Information” section
on page 10.
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50 rmStudentFollawp @ Form

2004 2005
Em;ﬂil Schools (55 0420)
[
1 Fergus S (LE 0259)

Fergus High School (SC 0358) School Lavel
Last Hame First Namo IHigh Scheel Crmplation Status
F= e I
I mw [Ty e F

‘Currert Primary Stustion

Gerader Tech Prep  RaceTrhniciy
- - 1_ - I :-]
D TIONAL - Desoripiion of ourrent stusstion - Ii
sk o Types of WorkiTriinang (i srplare
machanic, agrioulure it Pregoctodioar Ol fradustin:

Rocord: 1] 4 |7 U e mafeefmn|n|of 47
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S 00

Fergus (CO 14)
G Lewislown Public Schools (55 0420)
celect Frmus H S {LE 0255)

Femyus High School (SC 035&8) School Level

Lass Mamn | First Nama | Vacational Con oe D [ Gondar [ Toch Prop [ High Schaol Campl =

= Dan Jd L ¥
| |Dos Jack M H
| Doe Jachzon L ¥
= Daa Jatoh L] ¥
_|Dae Jake M Y
Do Jamal M ¥
| |Doe James M Y
| |Doe Jane F 1]
| Dromr JaanEd L M
| |Doe Jasming F Y
Do Jason L) N
| Dan Jesseca F ﬂ ﬂ -
Pecoed: uiill—m |I|lEr-iﬂ|I”|’ 47 4] F _HJ
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To change to a multi-record
view, click here.

An example of a multi-record
view.



04 200
Fergus (C0 14)

Lewistown Public Schools (55 04200
Fergus 1 5 (LE 0259)

Fergue High School {50 0358)

el 1

Schand L evel

When you have finished
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entering your follow-up data,
click “Exit.”
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g Lewistown Public Schools {55 421)
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Femus High School (50 135)

Schonl Lewvel

Your entries automatically save

Wocatinnal Centantrator I0 | Gander | Tech Prap | High Schaol Campl =

| | LastMama [ Fiest Name
i Jack
| |Doe Jackson
-] Jacob
| | D Jaki
i [T Jamal
L Dioe James
= Dian Jand
| |Doe Jared
| Do Jagmme
= Daa Jagon
| |Doe Jezsice
Dow Jirslin
wecord: e [T 1 o mfrefunfm]ef 47
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upon exit. You can return to the
program at any time to make
additions or corrections.

High School Diplom =|
L]
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If you find a student who was incorrectly included
in the concentrator database, DO NOT DELETE the
student. Call Karla Beagles at (406) 444-9019 or

email kbeagles@mt.gov for assistance.
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Fuagus (G0 14) .
TR e S R m To print a copy of your records,
s S R e double click on “Accountability
Sy Followup Report” under the Staff
%}M}'Mm

CTE Concentratorn Informestion Dusts Crtry (Spnng)
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Reports heading or single click it
and click on “Select Option.”

= Carl Perkins Secondary Accountahllicy - 2002
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The repart will be saved as a PDF on your C: drive in a folder called OFI
Feports. Saving reports as POF is faster and provides you with a
permanent electronic copy that you can print locally ar email. These
reparts are accessible by toggling your screen from RIS to your explarer
window and apening the CAOP| Reparts folder.

You be given the choice of saving
this file as a pdf document or
printing a paper version.

The speed far saving to disk is a function of the speed of your modem.
56k modems are slower that DSL, Cable, T1, or Fiber internet
connections.

If you must print directly, select the Print button, otheswise press Ok
novy,
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e Helpful Information e

v Current Primary Situation Field: When a student fits in a combination of
situations, code the student according to the PRIMARY situation.

e If a student is attending post-secondary education full-time and
working part-time, code this student as “PS Education.”

e If a student is working full-time and a member of the Montana
National Guard part-time, code this student as “Employed.”

¢ You can navigate through the data without using the mouse by using the tab
and/or Enter (Return) keys for forward movement and the shift+tab keys for
backward movement. In drop-down fields, typing the first letter of the field
choice will populate the field.

v’ Records save automatically when you advance to the next record and/or exit
the program.

v Use the navigation buttons at the bottom of the screen to move between
records. Use |4| [» to move to the previous/next record. Use [i4] [¥ to
go to the first or last record.

v The Escape key will clear all fields in an unsaved record.
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e Carl D. Perkins Program e
Contact Information

Office of Public Instruction

Division of Career, Technical and Adult Education
P.O. Box 202501

Helena, MT 59620-2501

(406) 444-9019

(406 444-1373 (fax)

www.opi.mt.gov/CTE

This manual is also available on the CTE page of the OPI website.
http://www.opi.mt.gov/CTE

All student information in this booklet is fictional.

The Office of Public Instruction is committed to equal employment opportu-
nity and nondiscriminatory access to all of our programs and services, and will
take necessary and appropriate steps to insure that the workplace and OPI
programs and services are free of discrimination and sexual harassment. For
information or to file a complaint, contact Kathy Bramer, OPI Title IX/EEO Co-
ordinator at (406) 444-3161 or KBramer@mt.gov.

Page 12 of 12



